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WARNING

This material contains information affecting
the National Defense of the United States
within the meaning of the espionage laws,
Title 18, USC, Secs. 793 and 794, the trans-
mission or revelation of which in any manner
to an unauthorized person is prohibited by law.

Sanitized - Approved For Release : CIA-RDP78-04724A000100020005-8



Sanitized - Approved For Release

SECRET
NOFORN

NEW BUILDING

"fhe architcets and engincers are working
daily on the plans and specifications for our
jong awaited new building.

The present plans provide for an cight-story
suilding of plain concrete construction. The
Arst two stories will be a large irrcgularly
shaped structure which will be a base for five
wings or towers. Some of the interesting
fcatures planned for the new building in-
clude:

The towers, each of which will be six storics
jiigh, will be of the wide-wing type allowing a
maximum in natural light.

Areas immediately adjacent to the building
will provide sufficient parking space for em-
ployces’ automobiles.  TFor those who do not
Arive to work bus service to the main entrance
will be available.

There will be four banks of clevalors with
four clevators in each bank.

A pneumatic tube system s planned to
conneet all offices. By the use ol this system
2 moessage may be sent mechanically from onc
office to0 another in three lo five scconds.
Plans are also being made for the installment
of horizontal and vertical conveyors to trans-
porl bulk material betwcen offices.

The cafeterias will leature the lalest in
modern equipment in both the kitehens and
the dining areas, and il is expeeted that by
utilizing up-to-date cafeteria management
methods long waiting lines can be greatly
reduced.

Concessions such as a bank, barber shop,
dry-cleaning establishment, bakery, or other
shops, are under study but final decision has
not been made on their inclusion since it will
depend upon availability of space.

Upon completion of the drawings and speci-
fications cost estimates will be made and in-
vitations to bid will be sent to building con-
tractors. A period of four to six weeks to
study the plans and submit bids will be al-
lowed. Our cstimate now is that construc-
tion should start in late 1957 or early 1958.
It will take an estimated two years to com-
plete the building.
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EMPLOYEE LEGISLATION

A very modest legislative program for em-
ployecs has been proposed by the President
in his FY 1958 budget message.

The President did not propose any pay
raises for employces. He renewed his re-
quest made last year that an ecmployce health
and medical insurance program be enacted
(he did not specily whether it would be the
“major” type proposcd last year or a combi-
nation major-basic coverage).

The President also called for outside train-
ing authority for agencies whercby promising
employces could be trained at universitics,
industrial plants, and laboratories, and also
asked authority to set up a system ol presi-
dential awards for employees for outstanding
civilian service. He promised to continue the
program of air conditioning buildings in areas
where heat and humidity “impair efficiency.”

The President referred to these legislative
proposals for cmploycces declaring: “At the
present time, I do not contemplate proposing
an extensive program of personnel legislation
comparable to the numcrous constructive
measures cnacted in the last several years.”
He did, however, make mention of the special
salary study being made by onc major de-
partment on civilian scientific, engineering,
and professional jobs and said that any legis-
lative proposals based on the study would
have to await completion of thc study.

ANNUAL CHARITY CAMPAIGN

ORGANIZATION EXCEEDS GOAL

Ouwr annual charity campaign was highly
successlul. We had a goal of eighty-five
thousand dollars and actual contributions, in-
cluding pledges, amounted to a little more
than one hundred and eight thousand dollars,
which represent twenty-three thousand dol-
lars over our goal.
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L{ANGUAGE STUDY ENCOURAGED

The first issue of the Support Bullctin an-
nounced a program under which Organization
cmployees will be able to earn fixed sums of
money {or wcquisition and maintcnance of
significant {oreign language competence.
While all of the details and implementing
nrocedures have not been entirely finalized,
ihe following languages arc almosl certain
to be included in the program initiaily:

Language Group I: Danish, Dulch, French,
German, ilalian, Norwegian, Portugucese, Ru-
manian, Spanish, Swedish.

Language Group II: Albanian, Amharic,
Arabic, Bulgarian, Burmese, Cambodian,
Cuzech, Finnish, Greek, Hindi, Hungarian, Ice-
landic, Indonesian, Malay, Nepal, Pashtu,
Persian, Polish, Russian, Serbo-Croatian, Swa-
hili, Thai, Tibetan, Turkish, Urdu, Vietnamese.

Language Group III: Chinese, Japanese,
Korean.

The grouping of these languages relleets
the relative difficulty of learning them and
is not an indication of the priority of nced.

CREDIT UNION DECLARES DIVIDEND

On 30 January 1957 the members, at the
Annual Meeting of the Credit Union, voted
a four per cent dividend on share payments
as of 31 December 1956. This dividend was
recommended by the Board of Divectors and
was based upon the carnings for the calen-
dar year 1956. 1t was noted that this was
onc of the few credit unions in the area to
pay this high a dividend.

It was further pointed out that the Credit
Union has ample funds to make loans for
provident purposes and that a concentrated
cffort would be made in the coming year to
get material in the hands of the membership
which would explain the advantages of Credit
Union loans.

2

CHANGES IN GEHA

The following changes in benefits and de-
pendents’ cligibility rvequircments are pro-
vided by GEHA for Hospitalization, Specified
Discases Policy, and the Air Flight Trip Pro-
gram:

a. Hospitalization and Surgical Benefits
Plan — Effcctive 1 November 1856, the Hos-
pitalization Contract has been amecnded to
provide that unmarried children who are full-
iime students shall be considered as cligible
dependents until their 24th birthday.

b. Specified Discases Policy — Effective 1
December 1956, the aggregate coverage pro-
vided by this policy is increased from 5,000 o
10,000 for any onc protected person or de-
pendent for each discase.

c. Air Flight Trip Insurance — Effcctive 13
Dcecember 1956, this policy provides for travel
one way or round trip in or between domestic
and a [oreign zone without the restricting
limitations to designated foreign zones which
were previously imposed. The current cover-
age and rates are:

Principal Sum Dollars
(Thousands) 125 25 375 50 625
Premiumns:
Domestic Zone Flights S50 1 15 2 25
Foreign Zone Flights 1 2 3 4 5

ATTENTION ALL EMPLOYEES
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STATINTL

SUMMER EMPLOYMENT
OPPORTUNITIES FOR DEPENDENTS

provides
miormalion for employees whose denendents
tlesire to apply for summer employment with
ihe Organization.  For the information of
field personuel, a program was initiated !
year to employ dependents during ihe sum-
mer months in clevical, typing. and steno-
graphic positions.  Dependents cligible for
consideration for temvorary summer employ-
ment are limited to sons and

i daughters who
are or will be 16 years of age or older on
1 June 1957 and wives and husbands
who were marvied to their current spouses
when the ficld investication was conducted
on the Organization emplaycee. Emnloyces in
the field who plan fo retimn to Feadgusters
on or before the early part of Junce 1957 and
who have dependents who may be interested
in being considered for summer smploviment,
should submit the dependents’ applicalions
o headouearters.  n submitting the aoviica-
18 the Personal Iistory Statement, Ap-
pendix 1 to the Personal History Statement.
s the medical form should all be com nleted
ed by the applicants, and pouched

b headagnarters no A3

for he

ROUTING OF MAIL

The misrouting of mail presents our mail
rooms with one of their oreatest headaches
and is the cause of eveessivo delave in mail
reaching its proper destination. The mis-
routing of mail is invariably due io moroper
o Insuficient  addye sing. A Uttie e
witention  to  insure  that  ihe
individual to which addresscad is nroperly
identified, and the room number and build-
ing is included would do much 1o alleviate
this problem.

All offices arve encouraged to stress the im-
portance of rouiing mail properly and. whore
appreopriate, include this subject in en-the-jeb
training courses.

ov
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MANAGEMENT TOOLS

MacHing DEVELOPMENT

As both business and government become
more complex, it becomes increasingly difii-
cult 1o keep up with the masses of paper
which such complexities require. At the same
time it becomes increasingly impoirtant o
maintain accurate records and to- develop
more effective ways of processing the inior-
mation needed to operale a complex rgani-
zation and to produce the timely and efice-
tive reports upon which cxecutive decisions
must be bascd.

Development of new machines, adaptations
of cxisting cquipment, and new coneeptls of
data processing are all tools which civil-
ian agencics, the military services, and busi-
ness are finding inercasingly useful in the
never-ending struggle for more complete in-
formation, faster processing, and lower oper-
ating costs. The trend in recent years to-
ward mechanization of data processing is
perhaps the single most important develop-
ment in the cvolution of office procedures.

Machine development today is a dynamic
field; but machines arc not a panacea. New
developments in machines are to be found in
almost cvery area of human endeaver; civilian
agencies and the military services, as well ag
business, arc turning to clectronic data proc-
essing beeause, properly used, these machines
can produce a better end-product and give
more complete information more rapidly than
can human beings,

While it is obvious thal machines can do
clicetively many jobs formerly donc by people,
it is important not to be carried away by
enthusiasm. It is important to be sure that
machine application is appropriate, and then
to scleet the right machine or combination of
machines [or the specific job application.
This should be deone hefore any money is
spent to buy new equipment.  Some of the
new cleetronic machines, the ones you hear
the most about, are large, complex, and very
expensive; but, surprisingly enough, some are
relatively  inevpensive, comparatively small,
and casy to operate. Regardless of size and

3
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cost, however, experience shows that the right
machines in the right job applications do
brovide more reliable and more complete in-
formation more- rapidly than weuld be pos-
sible without them, and at the same time
permit substantial dollar savings over other
mcthods of processing information.

T'he impact on people of clectronic data
brocessing is not as great as one would expect.
Government, business, industry — indeed the
whole country, is laced with personnel shorl-
ages, especially in clerical fields. In many
instances work is slowed down or not undei-
taken at all because of clerical shortages.
Electronic data processing is the solution to
al least part ol this problem bccause ma-
chines can do much routfine clerical Process-
ing, thus freeing numbers of people {or more
interesting, more rewarding work, cven in
clerical fields. Of course, people must learn
new techniques, must understand and know
how to opcrate the new machines, but there
is usually sufficient time between the decision
to use machines to process data and the in-
stallation of the equipment to permit ade-
quate retraining of clerical personnel with
no major personnel dislocations.

Arc these machines really electronic brains?
Pcople talk about “memory units”! Do ma-
chines have memories? In order to under-
stand these new machines it is necessary to
understand the logical evolution of computers
in terms of data processing methods. It’s not

very mysterious. Almost everyone is familiar

with adding machines — you push a key,
wheels turn inside the machine, and the reo-
sulting figures are recorded. When you push
the “total” button, the sum of all the figures

o
e
N

you've put in the machine will appear in a
little’ window or be printed on a tape. Elce-
tronic computers work very much the same
way except that all of the processing is done
clectronically instead of mechanically. The
clectronic computer is a dramatic develop-
ment in data processing machines. In addi-
tion to the ability to process data rapidly,
it has what is called a “memory capacity,” or
the ability to store “bits” of information for
an indefinite period of time, and to “feed out”
any or all of this information, selected in
sequence or at random, in accordance with
instructions previously recorded in the ma-
chine. Information can be taken out of the
computer cither in a coded “machine lan-
guage,” such as punched cards or tape, or
through a printer somewhat like the adding
machine printer. Of course this is something
of an over-simplification; however, it does
serve to illustrate that the modern electronic
computer involves only an extension of stand-
ard procedures which have been used before.
Although it requires a knowledge of clce-
tronics to understand and set up the com-
puters to operate initially, almost anyone can
Icarn the series of predetermined steps which
permit operation of the computer.

The Organization is currently conducting
a study to determine the feasibility of clee-
tronic data processing applications in varicus
arcas. This Bullctin will present more spe
cific information about potential Grganis
tion utilization of eclectronic data processing.
as well as other types of information process-
ing, cquipment, and techniques, as studies in
these fields progress.

MILITARY RESERVE STATUS INFORMATION

GENERAL

There has been considerable clarification
of the peacetime and wartime status of Op-
ganization military reservists during the past
few months. Essentially all employee reserv-
ists are now classified into one of the follow-
ing Organization calegories for mobilization
purposes. Category listings are or shortly will

4

be on record with cach of the military
services.

Category 1 — Those to be ordered to active
duty and assigned to the Organization to fill
military manpower requirements.

Category 2 — Those to be released by the
Organization for active duty with their parent
service.
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Catcgory 3 — Those to be deferred from ac-
tive duty to continue in their civilian Organi-
sation position. (This Category automatical-
ly results in assignment to the Standby Re-
serve.)

In most instances the action taken was in
accordance with the stated prefercnce of in-
dividual reservists. However, as a matter of
policy, deferment (Category 3) was not re-
quested for employees who had an uncxpired
statutory reserve obligation. Also, employee
reservists who were serving overscas during
the screening period were placed in Category
1 pending their return to this country.

ANNUAL SERVICE QUALIFICATION

(QUESTIONNAIRES

Employee reservists in Categories 1 and 2
should indicate that they are immediately
available in 30 days for active military serv-
ice in event of war or emergency.

imployee reservists in Category 3 should
indicate that owing to the nature of employ-
ment they will not be available for six months.

Sccurity instructions must be carefully ob-
scrved when listing the employer.
STANDBY RESERVE QQUESTIONNAIRE

The Selective Service System has the re-
sponsibility of determining the availability
ol members of the Standby Reserve for order
to active duty in time of war or national
emergency declared by Congress or when
otherwise authorized by law.

© aatb theee yvesnonsibilities, the

in

seleciive Service Svatem is now sending avail-
ability guestionnaires to members of the

3landby Rescrve. This questionnaire ema-
nabtes frem the local boards and is directed
io reservists whose names have been fur-
nished by the military department of which
the reservist is a member. Requested infor-
mation includes a detailed statement on pres-
ent occupation and employer.

Here again security instructions must be
carctully cbserved.

Imployees in Category 3 need not be con-
cerned if they are classified as “available” by
local boards. Control systems established by
the military services are considered adequate
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to ensure that such individuals will be de-
ferred unless subsequently released by the
Organization.

When reservists arc transterred from Stand-
by to Ready Reserve status, local boards will
be so notified by the appropriate military
service. No action is rcquired on the part of
the individual.

EwmpPLOYER CERTIFICATES OF

AVAILABILITY

As a part of the process of screening the
Ready Rceserve to ensure their immediate
availability, some of the military services re-
quire certificates of availability from the su-
pervisors of Government cmployees. Such
certificates are [urnished by the Chief, Re-
scrve Affairs Branch, Military Personnel Di
vision, Oflice of Personnel, for members of
Organization sponsored reserve units and for
Category 2 reservists. As a rule, release cer-
tificates will not be lurnished for other em-
ployee reservists on duty at Headquarters. 1t
is hoped, however, that Category 1 reservists
who are avialors, navigators, electronics spe-
cialists, and others requiring specialized train-
ing to maintain their proficiency may be per-
mitted to train with locally available organ-
ized units in an associale status.

Requests for exception to the policy of
granting relcase certificates should be for-
warded to the Director of Personnel.

STATUS OF EMPLOYEE RESERVISTS

SERVING OVERSEAS

It is in the best interests of active reservists
Lo participate in reserve activities while serv-
ing overscas in order to maintain proficiency
and meet time in grade requirements for con-
sideration lor promotion. Such participation
is also in the best interests of the Organiza-
tion to ensure that its Calegory 1 employee
reservists are qualified and available to meet
its key military personnel requirements in
cvent of an emergeney. However, action taken
with the military to obtain such training
must be in good laith. There is no objection
Lo the issuance of routine certificates of avail-
ability for military service when required.
Howcever, supervisors cannot issue such cer-
tificates for the purpose of permitting em-

o
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ployee reservisis to obtain assignmenis to
organized units in a pay status unless they
are in fact prepared fo lose such cmplavees
upon mobilization. The only cxeontion (o
this rule is where the military unit woui
aceept the rescrvist withoutl a ecrtificaie with
the understanding that he would nof be avail-
able to the unit in an emecrgency.

The inability to obtain unit veserve t{rain-
ing assignments need not be too detvimental
to reservists serving overseas in most cases.
Under current policy, rescrvists who leave our
country for periods in excess of six months
are transferred to the Standby Beserve and
may remain i that status until their refwm
without jeopardizing their reserve status. It
is possible for such individuals to carn a
satisfactory retivement year through the com-
pletion of correspondence courses which can
ve mailed to most arcas. Rescrvists going
overseas should contact the Rescrve Aflairs
Rranch, Military Personne] Division, Office of
Personnel, for guidance in neceessary admin-
istrative procedures, braining opportunities,
and procedures for enrollment in correspond-
enee courses.

GoaLs oF ORGANIZATION MILITARY
REsErRvE TRAINING PROGRAMS
The mission of the Organization military
reserve training program is to prepare Or-
ganization reservists to periorm intelligence

and related activi
in wartime.

s in a military ca

Current ptaas onvision a cyclical training
program wiiil the iollowing objectives:

1. Burvey the Organization’s wartime rela-
tionship with the military scrvices and the
Organization’s wartime aclivities.

2. Study the organization and mission of
the U. 8. military services.

3. Study the ovder of battle of the enemy
forces.

4. Study the crganization and mission of
alliecd military services.

Certain scgments of the above programs will
be repeated cach ie. However, as plans
for the wartime organization crystallize and
plans can be made for assignment of reserv-
ists Lo specific arcas and functions, it is con-
templated that part of the program will be
devoled to arca and [unctional type training.

-

Catecory PREFERENCE

Pending velurmn io headguariers all feid
personnel have been placed in Category 1.
Those not having a reserve obligation will
have an- opportunity to express a personal
nreference upen thele return to headguariecs.
Gffice of Personnel will contact cach re-
upon his veturn to headguarters.
Headguarters personncel have previously been
furnished questionnaives on this subject.

CIVIL SERVICE RETIREMENT

(This is the second of a serics of articles on the liberalized Civil Service
Retivement (CSR) Act.)

How to Comrpute YOUR ANWUTTY
I computing your annuitly, first, get your

fve-year avers

ge high salary and your length
af service; 1
¢

T place yourscll in one of the
tollowing groups and follow the pertinent
instruetions.

Group 1: Salary of 2500 or less. Compute
your annuity by taking 1 per cent of salavy,
nlus 25 times years of service.

Group 2: Salavy from 2500 to 3333 U=c
the 1 per cent plus 25 on the first 10 vears
of service, and 2 percent on the remainder,

6

Lot’s say your salary is 3000 and you have
30 years ol scrvice. Take 1 percent or 30,
plus 25, or 55, times 10 years of service, to
get 8500 Then take 2 percent of 3000, or 60,
times 20, your remaining years of service, to
get 1200. Add 550 and 1200 to get 1750, your
annuity.

o

Group 3: Salary from 3333 to 5000. Take
1 per cent, plus 25 on five years; plus 134 per
cent on. the next five years; plus 2 per cent

on all Turther service. "
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Group 4: Salary of 5000 and up. For cxam-
ple, let’s say it is 6000 and you have 30 years
of service. Take 1% per cent of 6000 to get
90, times 5, yeal's of service, to get 450. Then
take 134 per cent of 6000 to get 105, times 5,
years of service, to get 525. Finally, take 2
per cent of 6000, or 120, times 20, your re-
maining years ol service, to get 2400. Then
add 450, 525, and 2400 to get 3375, your basic
annuity. :

How Your Basic Annvity Is

SOMETIMES REDUCED

Your basic annuity is reduced for any of
the following reasons:

1. If you retire before age 60, cxcept for
total disability.

2. If you have had civilian service (not
military service) after July 31, 1920, during
which no CSR deductions were made from
yeur salary and for which you have not made
a deposit.

CIA-RDP78-04724A000100020005-8
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3. Il you clect a survivor type of annuity.

Compule the amount by which your basic
annuity would be reduced for any of these
three rcasons in these ways:

I you retire before age 60, cxcept for total
disability, subtract from your basic annuity
1/12 of 1 per cent for each full month (1 per
cent for each year) you are under age 60 but,
not under age 55; plus 1/6 of 1 per cent for

“cach full month (2 per cent for each year)

that you are under age 55.
The remainder is your annuity unless the
following reduction also applies to you.

Il you have had civilian service after July
31, 1920, during which no CSR deductions
were made from your salary and for which
you have not made a deposit, subtract from
your basic annuity an estimated 10 per cent
of the amount of CSR deductions which could
have been made rom your salary during such
service, plus intercst.

NOTE: Next issue will contain information on widow, widower, and
children’s benefits.
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